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Cl ass Specifications
for the C ass:

WASTEWATER OPERATOR TRAI NI NG COORDI NATOR
(WASTEWATER OPERATOR TRNG COORD)

Cl ass Di stingui shers:

Conplexity: This class reflects responsibility for
pl anni ng, devel opi ng, inplenenting, coordinating, and eval uating
the activities and operations of the Statew de Wast ewat er
Qperator Training Center which provides training to water and
wast ewat er treatnent plant operators, punp station operators,
mai nt enance technicians, and collection and distribution branch
technicians in State and county governnment, the mlitary, and
private businesses to inprove plant conpliance and to optim ze
wast ewat er treatnment effectiveness, efficiency and reliability.

Such responsibility involves devel oping and nmai ntaining a
St atewi de Operator Training Action Plan; devel opi ng and revi sing
policies and procedures for the Training Center; determning
traini ng needs; establishing training goals, plans, strategies,
and prograns; devel opi ng, coordinating, and/or providing training
courses to neet identified needs; adm nistering the Training
Center’s operating budget; and coordinating the activities of the
Board of Certification of Operating Personnel in Wastewater
Treatment Facilities.

Personal Contacts: The sole position in this class has
extensive personal contacts with representatives of State,
county, mlitary, and private agencies to determ ne training
needs, coordinate the provision of training courses, and eval uate
the effectiveness of the training program

Ful | Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: Applicable State and federal |aws, rules,
regul ations, policies and procedures governi ng wast ewat er
treatnment plants and personnel; general know edge of wastewater
treatnent plant operations and unit processes; principles,
met hods and techni ques of training and staff devel opnent; nethods
of instruction; nethods and techniques in the devel opnment of
curricula and training aids; public speaking techniques; training
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and group communi cation principles, practices and techniques;
princi ples and practices of supervision; and report witing.

Ability to: Plan, devel op, coordinate, inplenent, and
eval uate statew de wastewater operator training prograns;
identify training needs; acquire, evaluate and adapt and/or
develop training materials to neet curricular requirenents;
conduct training courses; read, conprehend and interpret conplex
witten material; wite clearly and effectively such material as
reports, newsletters, menoranduns of understanding, etc.;
establish and maintain effective and cooperative worKking
rel ati onships with representatives of various public and private
agenci es; speak effectively before groups; and supervise the work
of others.

Exanpl es of Duties: (The sole position in this class may not be
assigned all of the duties listed, nor do the exanples
necessarily include all the duties that may be assigned. The

om ssion of specific statenents does not preclude managenent from
assigning such duties if such duties are a |ogical assignnment for
the position. The classification of a position should not be
based solely on the exanples of duties perforned.)

1. Pl ans, devel ops, coordi nates, conducts and eval uates
training activities for water and wastewater treatnent
pl ant operators, punp station operators, nmaintenance
techni ci ans, and collection and distribution branch
technicians in State and county governnent, the
mlitary, and private businesses.

2. Adm ni sters the Training Center’s operating budget;
ensures that training activities are carried out within
budgetary al |l ot nents.

3. Devel ops and maintains the State Training Action Plan
for the Statew de WAastewat er Operator Training Center;
devel ops and/or revises program policies and procedures
to achi eve established goals.

4. | dentifies imediate and | ong-termtraining needs by
conducting annual surveys of the counties, keeping
abreast of regul atory changes and technol ogi cal
advancenments in wastewater treatnent processing, and
review ng the recommendati ons of the Board of Directors
of the Statew de Wastewater Operator Training Center.
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10.
11.

Devel ops training prograns to neet identified needs and
devel ops and i nplenments a training eval uati on program
whi ch involves the fornmul ation of standard criteria to
measure the effectiveness of the training prograns.

Devel ops an annual training schedul e and coordi nates
the delivery of approximately 95 training sessions per
year in 65 different courses. Interviews, recomends,
and trains potential instructors and consultants;
prepares nenoranduns of understandi ng; arranges for
training sites; prepares training aids; review and
eval uates the effectiveness of contracted instructors;
and conducts training courses in his/her area of
experti se.

Devel ops, mai ntains, and updates training delivery
materials. Prepares detailed, custom zed | esson

pl an(s) for each training segnment and session in
conformance with the subject, identified objectives,
and needs of the training group. Ensures that each

| esson plan includes objectives, instructor scripts,
training aids to be utilized, handouts, textbooks,
references, and an estimted | esson duration. Prepares
handouts and visual aids and other related training
materials for the classes.

Devel ops and maintains a resource center consisting of
training reference materials, |esson plans, student
handouts, and audi o/visual training aids such as
slides, overhead transparencies, cassette recordings,
and vi deo tapes.

Devel ops and mai ntai ns student records of courses
conpl et ed.

Prepares annual reports, newsletters, brochures, etc.

Coordi nates the activities of the Board whi ch incl ude
overseeing the application and exam nation process,

i ssuance and renewal of certificates and identification
cards, revocation of certificates, and classification
of wastewater treatnent plants.

Supervises a clerical support position.
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This is the first specification for the new class WASTEWATER

OPERATOR TRAI NI NG COORDI NATOR ( WASTEWATER OPERATOR TRNG COORD) .
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Director of Human Resources Devel opnent



